Sending saved voice mail messages to your e-mail inbox
The following steps create an audio file of your saved voice mail messages and send them as an e-mail attachment to your e-mail inbox. Once in your e-mail inbox, you can listen to your voice mail messages by clicking on the audio attachment.
Enabled Voice Mail (EVM) is required. If you do not currently have EVM service, request the service by submitting a EVM Request form.  Please allow 2-3 business days for service setup.
[bookmark: _GoBack]Sending saved voice mail(s) to your e-mail inbox
Go to http://evm.princeton.edu.
Enter your 5-digit mailbox number (your extension #) and PIN (voice mailbox password), and click Login.
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In the Deliver all messages since field, enter a date that is earlier than the creation date of the earliest message you want to send and save to your e-mail inbox and click Submit Changes. For example, if the earliest message you want to save is from 12/02/2010, you can enter 12/01/2010.
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EVM will send an audio file of every saved message from the date you entered to your e-mail inbox. Note, only messages that have been  saved will be sent; new and skipped messages will not be sent.

Listening to voice mail messages in your e-mail inbox
1. Open your e-mail client.
Messages in your inbox from ‘EVM Messages’ include audio files (.wav) of your voice mail messages. An example of voice mail messages as they appear in Microsoft Outlook is shown below.
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To listen to a voice mail message, open the e-mail message and click the audio attachment.
The voice mail message will play through your computer speakers. Be sure the volume is on to hear the message.  
From your e-mail inbox, you can forward and save your voice mail messages in any way that you wish and for as long as you would like. 
If you have questions or need assistance, call 258-HELP and choose option 4.
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